Foreign Travel

The followi ng MIST be conpleted at |east 65 days prior to departure:

(BE SURE TO ALLOW ADDI TI ONAL TI ME | F THE TRAVELER DCES NOT CURRENTLY HAVE AN
OFFI Cl AL PASSPORT!)

1. ARI'S entry into Foreign Travel Information System (FTIS). SEE FTIS
DATA ENTRY | NSTRUCTI ONS, followi ng (Submit hard copy of this form
with the AD-202 to the Area Director’s office after LAO has
revi ewed.)

2. Atrip itinerary fromthe Travel Management Center.

3. AD- 202, Travel Authorization, initialed by the RL
Suppl enent al / Remar ks Page. Pl ease include the followi ng information on
t he suppl emental page:

- Pur pose of travel

-WI Il annual |eave be taken? |f yes, how nmany hours?

-Al'l information requested fromthe FTIS Country Reference Table

-Look at the following web site to determ ne the entry requirenents for
each country: http://travel.state.gov/foreignentryreqgs. htm

The following is a list of information that needs to be included with
all foreign travel requests. Please indicate by number on the form:

#2 1list ALL cities w/in a country visiting and the dates

#4 whether Embassy or FAS support is required and if so precisely what
support the traveler is requiring

#6 a contact name and phone number of a person in each city you are
visiting that can reach you at that location

#7 traveler contact point prior to departure (Name, Telephone number)

#8 Emergency contact at your home office (Name, telephone and fax
numbers)

Notify the LAOif a visa is needed for the trip so the Oficial Passport
may be sent to the MM Travel Assistant along with the rest of the
paper wor k.

4, I f outside funds are invol ved:
-Mutual benefits of travel
-Letter of Ofer
-Conflict of Interest Analysis Form
-Non Federal Source Report Form
-A letter of acceptance prepared on behalf of the Area Director, per

sanpl e.
-Statenent that “Only public information will be shared and no
sensitive or confidential material will be used.”

Include a statenment that the traveler is responsible for obtaining the
correct exchange rate for all receipts. (A currency converter site:
http://wwmv. oanda. com

Locations hold official passports for travelers who currently have them
so if a visa is needed, the official passport and any necessary photos
need to acconpany the AD-202 to the Area Ofi ce.


http://travel.state.gov/foreignentryreqs.html

When the foreign travel is approved, the Area Ofice conpletes the Enbassy
notifications, and any other required information associated with the VI SA

request.

Remind the travel er that he/she is responsible for obtaining necessary

i mmuni zations (Center for Disease Control Fax Information Service: 404-
332-4565; or call 404-639-3311 or 404-639-8105 to get hard copy

i nformati on regardi ng necessary inmuni zations. You may also visit the CDC
website at http://ww. cdc. gov/travel /index. htm.



FOREIGN TRAVEL CHECKLIST

Name of Traveler

Destination

DESCRIPTION

FTIS Country Reference Table printout
Trip entered in FTIS

Complete AD202
Supplemental/remarks form of AD202

Required info from FTIS on supplemental/
remarks page

Country contact name and phone number
Place and Date of Birth

Visa application

DSP-82 (passport application by mail)
DSP- 11 (passport application in person)
Letter of Offer if outside funds

Ethics forms completed and attached
AD202/FTIS to RL for approval

FTIS approved

Itinerary attached to AD202/FTIS
Forward to LAO for approval

LAO reviews and forwards
to ATA w/OP if visa required

Trip report entered in FTIS upon return

REQUIRED

DATE
RECEIVED

DATE TO
LAO/AREA




FTIS Data Entry I nstructions

Log on to ARIS and sel ect Travel/Passport icon
Sel ect “Work” “FTI'S Records”
Press “Add Trip” button

Sel ect traveler by using the Question mark (?)to query the Iist of enployees.
By typing % astnanme% (where “lastnane” is the |ast nane of the enployee) and
selecting “find”, the systemshould go to the enpl oyee’'s name and one may
press “ok” to pull that to the form

Conplete all fields marked with asterisks (*).

No need to conplete location or priority fields.

In the “Coments” block, put all pertinent information such as trips to other
cities within the same country, other workshops, collaborations, and annua

| eave. **Notes: Al international meetings require a separate |leg, but not
all foreign neetings are international neetings. Three countries need to
sponsor a neeting before it is considered “international.”

Press the “Trip Legs” tab.

Sel ect “Add Leg”

Use Al pha characters for the “Leg Codes” (ie: a, b, ¢)

The “Contributing O ganization” information nmust be conpleted if receiving
out si de funds

After all |egs have been conpleted, return to the “list”, mark the trip that
you want to print, and select “prints” “FTIS".

MODI FI CATI ON OF ACTI VE TRI P/ LEG DATA

Sel ect “Travel / Passport”

Sel ect “Active” “FTIS Records”

Sel ect the traveler by using the Question mark (?)to query the list of
enpl oyees.

By typing % astnanme% (where “lastnane” is the |ast nane of the enployee) and
selecting “find”, the systemshould go to the enpl oyee’'s name and one may
press “ok” to pull that to the form

Mark the trip that you would like to nodify

Go to “Action” and “Create Wrk Record.”

Programw || ask if you wish to continue. Say “Yes”

Programw || say that “Marked Record Processing is Conplete”

RECOMVENDY APPROVE FTI'S RECORDS- - SI GNATURE SCREEN
Press the signature tab, add the RL signature, and return to list. This wll
send the FTIS record to the Area |evel.

INPUT OF TRI P REPORT (After travel is conpleted)

Sel ect “ TRAVEL/ PASSPORT”

Press “WORK" “TRI P REPORT”

Press “ADD TRI P RPT”

Query for the traveler. You will see a list of his/her foreign travel

Sel ect the appropriate FTIS record to add the trip report.

You may either type in the information or cut and paste froma word
processi ng docunent.

Press the signature tab, add the RL signature, and return to list. This wll
send the FTIS record to the Area |evel.



PASSPORT RETENTI ON PROCEDURE
GENERAL | NFORMATI ON

Passport Receipt Form To be used when the passport is sent fromone office
to anot her.

Passport Log Sheet: This formis to be used whenever the passport has been
retrieved fromthe Location Adninistrative Ofice safe (Retention Ofice) and
given to the traveler or sent to the Area Ofice

I
A

PROCEDURE - RENEWAL OF OFFI CI AL PASSPORT

Cust odi an of passports in LAO Ofice nmaintain passport log with
expiration dates for each passport.

Ei ght weeks before passport is due to expire, LAO office notifies
secretary/travel er of upconmi ng expiration

LAO O fice sends DSP-82 to enpl oyee requesting conpleted formand two
signed photos to be returned within two weeks.

When conpl et ed DSP-82 and photos are received, LAO Ofice checks to be
sure there is not a foreign trip planned for this traveler within the
next six weeks for which the traveler will need the passport. |If not,
request the existing passport fromthe safe.

Cust odi an of passports conplete the Passport Log Sheet and sign out
passport to individual who will be responsible for sending it with the
formto Area.

Fed Ex or Return Receipt mail the DSP-82, photos, and passport to Area
Transportation Assistant, JoAnn Vol k. Passports are not to be sent
regul ar mail.

When new passport is received, conplete the attached Passport Recei pt
Form return a copy to Area Transportation Assistant, JoAnn G anette
and give the original to person maintaining the log. Have the traveler
cone over to sign the passport, and if it is not necessary to return to
Area for any reason, put it in the safe.

Cust odi an of Passports conplete the Passport Log Sheet, file the
passport in safe, update the Passport Accountability in ARIS for the
new passport indicating it is at Retention Ofice, and update own

i nternal passport |log entering the new passport nunber and expiration
dat es.

PROCEDURE WHEN NO VI SA | S REQUI RED

Once all paperwork is conpleted, travel is approved and the departure date is
appr oachi ng:

A

Secretary/ LAQ Travel Assistant log onto FTIS in AR S and check if
Country C earance has been granted. (See Attached for FAA Country

Cl earance Requirenments). |If country clearance is in the system notify
traveler to pick up passport from LAO Ofice.

When travel er comes to pick up passport, custodian of passports
retrieve passport fromthe safe, conplete the Passport Log Sheet and
have the travel er sign | og before giving hinlher the passport. Reni nd
traveler that the passport nust be returned 5 days after end of trip
Cust odi an of passports |log onto FTIS and update “Passport
Accountability” showi ng travel er has the passport. Enter in the
expected return date, if not already entered, and nmake any further
coments if necessary.

Travel er nmust return passport within 5 working days of travel end date.



Cust odi an of passports and secretaries should track the passports to
nake sure they are returned. Upon return of passport, custodian of
passports file passport in safe, conplete Passport Log Sheet, and then
log onto FTIS to update “Passport Accountability” showi ng passport is
back at Retention Ofice.

Y, PROCEDURE WHEN VI SA REQUI RED

When submitting AD- 202 and ot her necessary paperwork to Area for trip
approval :

A Person subnitting paperwork request passport fromsafe. Custodian of

passports fill out the Passport Log Sheet and have the requestor sign
the | og before giving passport.

LAO Fed Ex or Return Recei pt Requested passport, AD 202 and ot her
paperwork to JoAnn Vol k. Passports are not to be sent regular nmail

Secretary or LAO Ofice (determ ne at each Location) log onto FTIS in
ARI' S and update “Passport Accountability” by witing statement in
Comrents of traveler’'s passport record that passport was returned to
Area Ofice for Visa processing on (date).

Upon issuance of Visa, passport will be returned to Area and then
Location. Custodian of passports conplete Passport Log Sheet, file
passport in safe, and log onto FTIS to update “passport Accountability
that passport status is in Retention Office. Al so nake statenent in
Comrent s that passport received fromArea with Visa on (date). Tel
travel er/secretary that passport w Visa has been received

Secretary or LAOOfice log onto FTIS in AR S and check if “Country
Cl earance” has been granted. |f country clearance is in the system
notify traveler to pick up passport.

When travel er conmes to pick up passport, custodian retrieves fromsafe
and conpl etes the Passport Log Sheet. Traveler nmust sign |og before
recei ving passport. Remind travel er passport nust be returned 5 days
after trip

Cust odi an of passports logs onto ARIS and updates the passport
accountabi lity: choose" TRAVEL/ PASSPORT", “Travel er Passport”,

“ARS”. This brings you to the “Passport Accountability” query screen.
Query for the traveler, and go to “Passport Info” tab, then click on
the “Passport Status” down arrow to show that traveler has the
passport. Enter in the expected return date, if not already entered,
and make any further comments if necessary.

Travel er nmust return passport within 5 working days of travel end date.
Cust odi an of passports and secretaries should track these to be sure
they are returned. Upon return of passport, custodian of passports
files passport in safe, conplete Passport Log Sheet, and then updates
passport accountability showi ng passport is back at Retention Ofice,
by followi ng the steps in #7 above.



\Y PROCEDURES FOR COUNTRY REQUI REMENTS

Bef ore sendi ng AD- 202 and ot her paperwork for foreign trips to Area for
approval, first check to see if there are Visa requirenents for the
destination country.

A Log onto ARI'S
B. Go into “PASSPORT/ TRAVEL” and sel ect “Reference Tabl es” “Country
Table”. This will bring up the list of countries. dick on the query

icon to input the nane of the country and then press enter to bring up
the information on that country. You nmay now select “details” to
obtain the information regarding passport and visa requirenents. A
screen print of this informati on should be attached to your AD 202 and
all information requested should be addressed in the renarks.
Inmportant: Country codes in ARIS are not necessarily the sanme codes as
in NFC Travel System Therefore, do not use these as a reference for
the codes to put on the AD 202 but rather use the codes in the NFC
system (as listed in the Appendix of the NFC Title Il Voucher and

I nvoi ce Paynents Manual, Chapter 2, Section 1)

C. Use the “Close door” icon on each screen to back out of the
“ PASSPORT/ TRAVEL” section of ARIS.

D. Log of f and exit program

VI PASSPORT TRACKI NG

When travel authorization is approved, you may nonitor the status of the
passport through “Passport Tracking Records.” Country clearance mnmust be
obt al ned before passport can be released to travel er.

A Go into “PASSPORT/ TRAVEL” and sel ect “Status” and “Passport Tracking”.
Click on the traveler’s nane, and then press the “Passport Info” tab

B. Check second line fromthe bottom of the screen “State/Post C earance
Rec’d.”: _ Should be a date in this field unless this is one of the
countries that is Seven Day Presuned C earance Al l owed.

C Last line of screen “Action conpleted and Rel eased to Traveler: __
(Dat e)
If this is filled in, passport can be given to traveler. |If thisis
bl ank, check to see if it Is one of the countries on the seven day
assunmed clearance list. |If not on the “assunmed clearance list,” the
passport cannot be released to the traveler.

D. Use the “C ose door” icon on each screen to back out of the
“ PASSPORT/ TRAVEL” section of AR S.

E. Log of f and exit program

F. If clearance was assumed or on system notify traveler to pick up

passport and follow instructions on giving passport to traveler.

ADDI TI ONAL | NFORVATI ON REGARDI NG COUNTRY CLEARANCE: USDA will assunme country
cl earance has been granted if post does not respond within seven days on the
followi ng countries. (Therefore, you will not see Country C earance in ARl S.
You will be able to see the date that the Area Ofice sent the paperwork
forward to headquarters, but the Country C earance date will not be conpleted
for these countries.)



Regi on

Countri es

Nort her n Eur ope

Bel gium (bil ateral visits), Finland, Germany,
Net her | ands, Sweden, United Ki ngdom

Sout hern Eur ope

Austria, Czech Republic, Hungary, Italy, Macedoni a,
Mol dova, Portugal, Romani a, Slovak Republic,
Sl oveni a, Spain and Switzerl and

North Asia

Japan

Sout h, Sout heast
Asia & Pacific

I ndia, Malaysia, New Zeal and, Paki stan, Philippines,
Si ngapore, Thail and

Africa & M ddl e East

Bahrai n, Kuwait, Saudi Arabia and U A E.

West ern Hemi sphere

Argentina, Canada, Chile, Costa Rica, Dom nican
Republ i ¢, Ecuador

The following countries require formal enbassy cl earance (Pl ease allow
sufficient time for clearance to be obtained, and ensure that Country
Cl earance has been granted in ARI'S system before rel easi ng passport to

traveler.):

Nort her n Eur ope

Arneni a, Bel arus, Bel gi um USEU, Dennark, ESstonia,
Georgia, lreland, Kazakhstan, Latvia, Lithuania,
Norway, Pol and, Russia, and Ukraine

Sout hern Eur ope

Al bani a, Azores, Bosnia, Herzegovina, Bulgaria,
Croatia, Cyprus, France, Geece, Israel, Mdeira
I sl ands, Malta and Serbi a- Mont enegro.

North Asia

China, Hong Kong, South Korea, Taiwan

Sout h, Sout heast
Asia & Pacific

Australia, Bangl adesh, Bhutan, Brunei, Burna,
Canbodi a, I ndonesia, Laos, Papua New Gui nea, Sikkim
Sri Lanka and Vi et nam

Africa & M ddl e East

Al geria, Angola, Botswana, Burkina Faso, Cape Verde
Cote d-lvoire, Egypt, Ganbia, Ghana, Quinea
(Conakry), @uinea Bissau, Jordan Kenya, Liberia,
Lesot ho, Malawi, Mali Mauritania, Mrocco,

Mozanbi que, Nami bia, N geria, Oran, Qatar Senegal
Sierra Leone, South Africa, Swaziland, Syria,
Tanzani a, Tunisia, Turkey, Uganda, Yenen, Zanbi a,

Zi mbabwe.

West ern Hemi sphere

Aruba, Barbados, Belize, Bolivia, Brazil, Colonbia,
Dom ni ca, El Salvador, Grenada, Guadel oupe,

Guat enal a, Quyana, Haiti, Honduras, Janal ca,
Marti ni que, Netherlands, Antilles, N caragua, Panana,
Par aguay, Peru, St. Lucia, St. Vincent, Surinane,
Trini dad & Tobago, Uraguay, Venezuel a, Mexico.




REFERENCE TABLES USED

There are various codes and tables used to ensure consistency of data in FTIS.
These codes and tables are available for view ng, searching and printing by
all personnel. Additions, deletions and nodifications to the Reference Tabl es
can only be performed by FMD personnel

1. From the ARI'S mai n nenu, select “TRAVEL/ PASSPORT”

2 Select “Work” “FTIS” (**Start the process here!)

3. Al the Reference Tables can be printed fromthe nmenu options.

4 Press F16 (F32 where available) several tines to exit to the main nmenu

to log off FTIS.

Fundi ng Source Tabl e

Code Fundi ng Source Text

ARS appropriated funds

rei mbursenments from ot her USDA agenci es

rei mbursenments from other federal agencies

paynment in kind or funds from non-government sources
special foreign currency ( i.e., pl-480)

PASA funds (aid projects)

i buti ng Organi zati on Tabl e

O gani zation Text

ot her USDA agency

ot her federal governnent agency

forei gn governnent organi zation

i nternational organization/association
foreign university

Ameri can university

Arreri can non-profit organi zation/association
per sonal funds

for profit organi zation/association

o >
(‘D —*
—

Pur pose of Travel Table

Pur pose Text

present paper at international neeting

attend international neeting without presenting paper
training

support ARS research program

travel of foreign based personnel to support ARS prograns
support ot her USDA agenci es

support other federal agency

request ed by non-government organization

requested by international organization

@OO\IO‘)U‘I-&OJNI—‘Q
o
¢}

Reports to Conpl ete:

1. Trip Reports Guidelines: The report should not exceed 54 lines. The
report should include personnel contacted, achievenents, actual cost of
the trip, etc. Report should be submitted within 15 workdays of the
return to Oficial Duty Station




Passport | nformation**:
New passports (does not have personal or previous officia
passport) require a DSP-11 be conpl eted. To renew official
passport, conplete a DSP-82. A certified copy of the traveler’s
birth certificate must be submitted with the application
Naturalized citizens shall submit their Certificate of
Nat ural i zati on. Passport photos nmust be on thin paper, show full-
front view of applicant with a plain |ight background; and mrust
have been taken within 6 nonths of date subnmitted. (See form DSP-
11 for additional information about the passport photo.) Have at
| east four additional prints nade, since additional photos may be
needed for visas. You may nonitor the progress of a passport
t hrough the “Passport Tracki ng Records” as covered previously.

Wthin five days after traveler returns to official duty station
return official passport to the passport retention office (This
coul d be your LAO, or your office, depending on |ocation.)

Travel to Canada requires an official passport. Canadian travel requires:
1) ARIS FTIS entry, 2) AD-202, and 3) Travel Itinerary.

Canceling Trips:
To cancel a trip before the trip is to take place, access ARIS and go to
“TRAVEL/ PASSPORTS". Pl ace cursor on the appropriate trip and sel ect
“CANCEL.” This creates a work record. Go into the work record
“Remarks,” and give the reason for the trip being canceled. Sign off in
the signature area, and this will cancel the trip with the Area Ofice.
This method will not work once the beginning trip date has passed.




UNITED STATES DEPARTMENT OF STATE

APPLICATION FOR D PASSPORT D REGISTRATION
{Type or print all capital letters in blue or black ink in white areas only)

ENEAEEEEEEEEERERNERENENEEN Ineomraar

NANNNESNERENNNNNRENRERNS L
CCTTTTTTILTTTTTITTITTTITTL]| Qe Dow gz
CITITTTTTTT I LI T (T e

Zl

T T T T T I [ [ITTTTTITIT]

5. DATE OF BIRTH 6. SOCIAL SECURITY NUMBER
FEDERAL TAX LAW NOTICE ON PAGE 2

]

3. SEX 4. PLACE OF BIRTH (City & State or City & Country) Month __ Da Year (SE
OwOe (LT T [TTTTILLTTT
?.FHF.‘IGH'II' . 8. HAIR COLOR 9. EYE COLOR 10. HOME TELEPHONE 11. BUSINESS TELEPHONE 12. OCCUPATION
ee nches
( ) ( )
13. PERMANENT ADDRESS (DO NOT LIST P.O. BOX) STREET/RFD # CITY STATE ZIP CODE
=]
2 14. FATHER'S FULL NAME BIRTHPLACE |BIRTHDATE ﬁ CITIZEN |15. MOTHER'S FULL M%IDEN NAME |BIRTHPLACE BIRTHDATE g CITIZEN
— | ast First Yes Last irst Yes
No Mo
16. HAVE YOU EVER SPOUSE'S OR FORMER SPOUSE'S FULL NAME AT BIRTH BIRTHPLACE BIRTHDATE U.§. CITIZEN
BEEN MARRIED?[ | Yes |Last First Yes
No No
DATE OF MOST RECENT MARRIAGE WIDOWED/DIVORCED? 17. OTHER NAMES YOU HAVE USED
I Mnlmh | D_Ty l Yelar B Yas Give Date Month Da Year 0 )
No | | I |

18. HAVE YOU EVER BEEN ISSUED A U.S. PASSPORT? [:] Yes D No F YES, COMPLETE NEXT LINE AND SUBMIT PASSPORT IF AVAILABLE.  DISPOSITION
APPROXIMATE ISSUE DATE I:] Submitted D Stalen

MNAME IN WHICH ISSUED MOST RECENT PASSPORT NUMBER Month Da Year
l | | I l ! l | i ] 1 D Lost D Other

s It is necessary to submit a with an application for a new passport when a previ valid or p ially valid passport cannot
r be pr d. The must set forth in detail why the previous passport cannot be presented. Use Form DSP-64.
s S
= T T 19. EMERGENCY CONTACT. If you wish, you may supply the name, address and telephone |20, TRAVEL PLANS {nat mandatory}
! J; »;I number of a person not traveling with you to be contacted in case of emergency. Month Day Year
Date
l |é o E NAME of Trip ] | | l |
i :- Length
ht of Trip
L, 2 STREET
I ~ & COUNTRIES TO BE VISITED
| *
| & CITY STATE ZIP CODE
I ~
ls s TELEPHONE RELATIONSHIP
|7 T
B A L)
| E L] |21.STOP. DO NOT SIGN APPLICATION UNTIL REQUESTED TO DO SO BY PERSON ADMINISTERING OATH.
E SUBMIT TWO RECENT El | have not, since acquiring United States citizenship, performed any of the acts listed under "Acts or Conditions” on
| IDENTICAL PHOTOS the reverse of this application form (unless explanatory statement is attached). | solemnly swear (or affirm) that the
a b —— —— s s s s 4 |statements made on this application are true and the photograph attached is a true likeness of me.
o
X X
Parent's/Legal Guardian's Signature if identifying minor child Applicant's Signature - age 13 or older
22. FOR ACCEPTANCE AGENT'S USE . "
Subscribed and sworn to (affirmed) before me Month  Da Ye. D fBerk of Court; Location
| l I | | | l {SEAL) D PASSPORT Agent
Postal Employee
(Signature of person authorized to accept application} D {Vice} Consul USA
23. APPLICANT'S IDENTIFYING DOCUMENTS Mcain B Yesr Month  Day Year
[] pRIVER'S LICENSE ISSUE m_h_lj—' ExpRATION [ [ | [ | | 'PNe
DATE: DATE:
[] passporT
D OTHER (Specify) _____ PLACE OF ISSUE: ISSUED IN THE NAME OF:
24. FOR ISSUING OFFICE USE ONLY (Applicant's evidence of citizenship) .
[IBirth Certificate SR CR City  Filed/lssued: 1
Passport Bearer's Name: '
Report of Birth !
Naturalization/Citizenship Cert. No.: Issued: :
Other: I
E Seen & Returned ' APPLICATION APPROVAL
Attached 25,
FEE EXEC. EF OTHER
Page 1

FORM DSP-11 (12-97) (SEE INSTRUCTIONS ON PAGE 2) Form Approved OMB No. 1405-0004 (Exp. 3/31/98) Estimated Burden - 20 Minutes*




UNITED STATES DEPARTMENT OF STATE

PASSPORT APPLICATION
HOW TO APPLY FOR A U.S. PASSPORT

FOR INQUIRIES (A fee is charged for this service.): National Passport Information Center, 1-900-225-5674, For TDD: 1-900-225-7778 OR For Credit Card Users: 1-888-362-8668, For TDD: 1-888-498-3648

U.S. passports are issued only to U.S. citizens or nationals. Each person must obtain his or her own passport. IF YOU ARE A FIRST-TIME APPLICANT, please complete and submit this
application in person. (Applicants under 13 years of age usually need not appear in person unless requested. A parent or guardian may execute the application on the child's behalf.) Each application
must be accompanied by (1) PROOF OF U.S. CITIZENSHIP, (2) PROOF OF IDENTITY, (3) TWO PHO RAPHS, (4) FEES (as explained below) to one of the following acceptance agents: a
clerk of any Federal or State court of record or a judge or clerk of any probate court accepting applications; a designated municipal or county official; a designated postal employee at an authorized post

office; or an agent at a Passport Agency in Boston, Chicago, Honolulu, Houston, Los Angeles, Miami, New Orleans, New York, Philadelphia, San Francisco, Seattle, Stamford, or Washington, D.C.;
or a U.S. consular official.

IF YOU HAVE HAD A PREVIOUS PASSPORT, inguire about eligibility to use Form DSP-82 (mail-in application). Address requests for passport amendment, extension of validity, or additional visa
pages to a Passport Agency or a U.S. Consulate or Embassy abroad. Check visa requirements with consular officials of countries to be visited well in advance of your departure.

(1) PROOF OF U.S. CITIZENSHIP.
(a) APPLICANTS BORN IN THE UNITED STATES. Submit previous U.S. passport or certified birth certificate. A birth certificate must include your given name and surname, date and place of

birth, date the birth record was filed, and seal or other certification of the official custodian of such records. A record filed more than 1 year after the birth is acceptable if it is supported by evidence
described in the next paragraph.

IF NO BIRTH RECORD EXISTS, submit registrar's notice to that effect. Also submit an early baptismal or circumcision certificate, hospital birth record, early census, school, or family Bible
records, newspaper or insurance files, or notarized affidavits of persons having knowledge of your birth (preferably with at least one record listed above). Evidence should include your given name
and surname, date and place of birth, and seal or other certification of office (if customary) and signature of issuing official.

(db) hlfl’;]&.l]se?NTS BORN OUTSIDE THE UNITED STATES. Submit previous U.S. passport or Certificate of Naturalization, or Certificate of Citizenship, or a Report of Birth Abroad, or evidence
ESCI oW,

IF YOU CLAIM CITIZENSHIP THROUGH NATURALIZATION OF PARENT(S), submit the Certificate(s) of Naturalization of your pareni(s), your foreign birth certificate, and proof of your
admission to the United States for permanent residence. :

IF YOU CLAIM CITIZENSHIP THROUGH BIRTH ABROAD TO U.S. CITIZEN PARENT(S), submit a Consular Report of Birth (Form FS-240) or Certification of Birth (Form DS-1350 or
FS-545), or your foreign birth certificate, parents’ marriage certificate, proof of citizenship of your parent(s), and affidavit of U.S. citizen parent(s) showing all periods and places of residence/physical
presence in the United States and abroad before your birth.

(2) PROOF OF IDENTITY. If you are not personally known to the acceptance agent, you must establish your identity to the agent's satisfaction. You may submit items such as the following
containing your signature AND physical description or photograph that is a good likeness of you: previous U.S. passport; Certificate of Naturalization or of Citizenship; driver's license (not temporary
or learner’s license); or government (Federal, State, municipal) identification card or pass. Temporary or altered documents are not acceptable.

IF YOU CANNOT PROVE YOUR IDENTITY as stated above, you must appear with an IDENTIFYING WITNESS who is a U.S. citizen or permanent resident alien who has known you for at least 2

years. Your witness must prove his or her identity and complete and sign an Affidavit of ldentifying Witness (Form DSP-71) before the acceptance agent. You must also submit some identification of
your own.

(3) TWO PHOTOGRAPHS. Submit two identical photographs of you alone, sufficiently recent to be a good likeness (normally taken within the last 6 months), 2 x 2 inches in size, with an image size
from bottom of chin to top of head (including hair) of between 1 and 1-3/8 inches. Photographs must be clear, front view, full face, taken in normal street attire without a hat or dark glasses, and
printed on thin paper with a plain light (white or off-white) background. They may be black and white or color. They must be capable of withstanding a mounting temperature of 225° Fahrenheit
(107° Celsius). Photographs retouched so that your appearance is changed are unacceptable. Snapshots, most vending machine prints, and magazine or full-length photographs are unacceptable.

(4) FEES. Submit $60 if you are 16 years of age or older. The passport fee is $45. In addition, a fee of $15 is charged for the execution of the application. Your passport will be valid for 10 years
from the date of issue except where limited by the Secretary of State to a shorter period. Submit $40 if you are 15 years of age or younger. The passport fee is $25 and the execution fee is $15. Your
passport will be valid for 5 years from the date of issue, except where limited as above.

Expedited service is available only in the United States. Expedite requests will be processed in 3 workdays from receipt at a Passport Agency. This service is available only for early departure,
generally with proof of travel. The additional fee is $35.

Pay the passport and execution fees in one of the following forms: Checks-personal, certified, traveler's; bank draft or cashier's check; money order-U.S. Postal, international, currency exchange; or
if abroad, the foreign currency equivalent, or a check drawn on a U.S. bank.

Make passport and execution fees payable to Passport Services (except if applying at a designated acceptance facility, such as a State court or municipal office, pay execution fee as required) or the
appropriate Embassy or Consulate, if abroad. Pay special postage if applicable.

An additional adjudication fee of $100 will be charged to previously undocumented passport customers who were born outside the United States and who have not been issued any of the following
documents: a U.S. passport, a Consular Report of Birth Abroad, a Certification of Report of Birth, a Certificate of Naturalization or a Certificate of Citizenship.

An additional $15 fee will be charged when, upon request, the Department of State verifies issuance of a previous U.S. passport or Consular Report of Birth Abroad because the customer is unable to
submit evidence of U.S. citizenship.

No fee is charged to applicants with U.S. Government or military authorization for no-fee passports (except designated acceptance facilities may collect the execution fee).

FEDERAL TAX LAW:

26 U.S.C. 6039E (Internal Revenue Code) requires a passport applicant to provide his/her name and social security number. If you have not been issued a social security
number, enter zeros in box #6. The Department of State must provide this information to the Internal Revenue Service routinely. Any applicant who fails to provide the
required information is subject to a $500 penalty enforced by the IRS. All questions on this matter should be referred to the nearest IRS office.

ACTS OR CONDITIONS

(If any of the below-mentioned acts or conditions have been performed by or apply to the applicant, the portion which applies should be lined out, and a supplementary
explanatory statement under oath (or affirmation) by the applicant should be attached and made a part of this application.) I have not, since acquiring United States citizenship,
been naturalized as a citizen of a foreign state; taken an oath or made an affirmation or other formal declaration of allegiance to a foreign state; entered or served in the armed
forces of a foreign state; accepted or performed the duties of any office, post, or employment under the government of a foreign state or political subdivision thereof; made a
formal renunciation of nationality either in the United States, or before a diplomatic or consular officer of the United States in a foreign state; or been convicted by a court or
court martial of competent jurisdiction of committing any act of treason against, or attempting by force to overthrow, or bearing arms against, the United States, or conspiring
to overthrow, put down, or to destroy by force, the Government of the United States.

WARNING: False statements made knowingly and willfully in passport applications or in affidavits or other supporting documents submitted therewith are punishable by fine
and/or imprisonment under provisions of 18 USC 1001 and/or 18 USC 1542. Alteration or mutilation of a passport issued pursuant to this application is punishable by fine
and/or imprisonment under the provisions of 18 USC 1543. The use of a passport in violation of the restrictions contained therein or of the passport regulations is punishable
by fine and/or imprisonment under 18 USC 1544. All statements and documents submitted are subject to verification.

PRIVACY ACT STATEMENT:

AUTHORITIES: The information solicited on this form is requested pursuant to provisions in Titles 8, 18, and 22 of the United States Code, whether or not codified,
including specifically 22 USC 211a, 212, 213, and all regulations issued pursuant to Executive Order 11295 (August S, 1966), including Part 51, Title 22, Code of Federal
Regulations (CFR). Also, as noted, 26 USC 6039E.

P SE: The primary purpose for soliciting the information is to establish citizenship, identity and entitlement to issuance of a U.S. passport. The information may also be
used in connection with issuing other travel documents or evidence of citizenship, and in furtherance of the Secretary’s responsibility for the protection of U.S. nationals
abroad. Social Security information is collected for the IRS (see above).

ROUTINE USES: The information is made available as a routine use on a need-to-know basis to personnel of the Department of State. The principal users of this information
are offices within the Bureau of Consular Affairs. Information may also be provided to other government agencies having statutory or other lawful authority to gain access to
such information in the performance of their official duties, pursuant to a court order, and as set forth in Part 171, Title 22 CFR.

The submission of this form is mandatory in order to obtain a U.S. passport. Individuals who fail to submit this form or who do not provide all the requested information,
except that which is marked "Not Mandatory"”, may be denied a passport, related document, or service.

e e —_—
*Public reporting burden for this collection of information is estimated to average 20 minutes per including time required for searching existing data sources, gathering the necessary data ired

! iding the infi i g
and reviewing the final collection. Send comments on the accuracy of this estimate of the burden and rec dations for reducing it to: Department of State (OIS/RA/DIR) Washington, D.C. 20520-0264, and to the Office of
Information and Regulatory Affairs, Office of Management and Budget, Paperwork Reduction Project (1405-0004), Washington, D.C. 20503.
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UNITED STATES DEPARTMENT OF STATE
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Government of the United States.

WARNING: False statements made knowingly and willfully in E:ass ort applications or affidavits or other supporting documents are punishable by fine and/or
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: Ideclare that the statements made in this application are true and complete to the best of my knowledge and belief, that the attached photographs
are a true likeness of me, and that I have not been issued or included in a passport issued subsequent to the one submitted herein.
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WHAT DO I NEED TO SEND WITH THE APPLICATION FORM?

Your most recent passport.

A marriage certificate or court order if your name has changed.

Passport fee of $55.

Two recent (taken within the last 6 months) identical photographs with a light, plain background.

M=

For detailed information on the items to be included, see below.

1. YOUR MOST RECENT PASSPORT. Issued at age 18 or older in your current name (or see item #2 below) and issued
within the past 12 years. If your passport is mutilated or damaged, you must apply on the DSP-11 Application form as specified below.

2. A MARRIAGE CERTIFICATE OR COURT ORDER. If the name you are currently using differs from the name on
your most recent passport, you must submit a marriage certificate or court order showing the change of name. The name change document MUST
bear the official seal of the issuing authority. Uncertified copies or notarized documents can not be accepted. All documents will be returned to
you with your passport. If you are unable to document your name change in this manner, you must apply on the DSP-11 Application form by
making a personal appearance at (1) a passport agency; (2) any Federal or State court of record or any probate court accepting passport applications;
or (3) a Post Office which has been selected to accept passport applications.

3. THE PASSPORT FEE OF $40.  Enclose the $55 passport fee in the form of a personal check or money order. DO NOT
SEND CASH. Passport services cannot be responsible for cash sent through the mail. If you desire special postage other than first class (registered,
special delivery, etc.) include the appropriate fee on the check. THE FULL NAME AND DATE OF BIRTH OF THE APPLICANT MUST
BE TYPED OR PRINTED ON THE FRONT OF THE CHECK. MAKE CHECKS PAYABLE TO PASSPORT SERVICES.

4, TWO RECENT IDENTICAL PHOTOGRAPHS. The photographs must have been taken within the past six months and
be a good likeness of you. The photographs must be clear with a full front view of your face and taken on a light (white or off-white) background.
Photographs may be in color or black and white and the image size must correspond to the dimensions on the diagram on the front of this form.
Photographs must be taken in normal street attire, showing you without headcovering unless a signed statement is submitted indicating that the
headcovering is worn daily for religious or medical reasons. Dark glasses may not be worn in passport photographs unless a doctor’s statement
is submitted supporting the wearing of dark glasses for medical reasons.

MAIL THIS FORM TO: DELIVERY - Other Than U.S. Postal Service FOR INQUIRIES CONTACT:
National Passport Center Mellon Bank National Passport Center
P.0. Box 371971 Attn: Passport Supervisor, 371971 31 Rochester Avenue
Pittsburgh, Pa. 15250-7971 3 Mellon Bank Center, Rm. 153-2723 Portsmouth, NH. 03801-2900
Pittsburgh, Pa. 15259-0001 Telephone: (603) 334-0500

NOTICE TO APPLICANTS RESIDING ABROAD

United States citizens residing abroad CANNOT submit this form to the Passport Facility listed above. Such applicants should contact the nearest
United States Embassy or Consulate for procedures to be followed when applying overseas. .

NOTICE TO APPLICANTS FOR OFFICIAL, DIPLOMATIC, OR NO-FEE PASSPORTS

You may use this application if you meet all of the provisions listed above. Submit your U.S: Government or military authorization for a no-fee
passport with your application in lieu of the passport fee. CONSULT YOUR SPONSORING AGENCY FOR INSTRUCTIONS ON PROPER
ROUTING PROCEDURES BEFORE FORWARDING THIS APPLICATION. Your completed passport will be released to your sponsoring
agency for forwarding to you.

FEDERAL TAX LAW

Section 6039E of the Internal Revenue Code of 1986 requires a passport applicant to provide his/her name, mailing address, date of birth and
social security number. If you have not been issued a social security number, enter zeros in box. Passport Services will provide this information
to the Internal Revenue Service routinely. Any applicant who fails to provide the required information is subject to a $500 penalty enforced
by the IRS. All questions on this matter should be referred to the nearest IRS office.

PRIVACY ACT STATEMENT

The information solicited on this form is authorized by, but not limited to, those statutes codified in Titles 8, 18, and 22, United States Code,
and all predecessor statutes whether or not codified, and all regulations issued pursuant to Executive Order 11295 of August 5, 1966. The primary
purpose for soliciting the information is to establish citizenship, identity, and entitlement to issuance of a United States passport or related facility,
and to properly administer and enforce the laws pertaining thereto.

The information is made available as a routine use on a need-to-know basis to personnel of the Department of State and of their official duties;
pursuant to a court order; and, as set other government agencies having statutory or other lawful authority to maintain such information in the
performance of their official duties; pursuant to a court order; and, as set forth in Part 171, Title 22, Code of Federal Regulations (see Federal
Register, Volume 42, pages 49791 through 49795).

Failute to provide the information requested on this form may result in the denial of a United States passport, related document, or service to
the individual seeking such passport, document, or service.

*Public reporting burden for this collectlon of Information Is estimated to average 5 minutes per response, including time required for searching existing data
sources, gathering the necessary data, providing the information required, and reviewing the final collection. Send comments on the accuracy of this estimate
of the burden and recommendations for reducing It to: Department of State (OIS/RA/DR) Washington, D.C. 20520-0264, and to the Office of Information and
Regulatory Affalrs, Office of Management and Budget, Paperwork Reduction Project (1405-0020), Washington, D. C. 20503,
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